Detailed Instructions for Report Filing

Preparation for Filing Annual Reports

You will find it helpful to have a list of your pooled (IOLTA) Trust Accounts, with bank names and account
numbers, before you begin the process of submitting your annual reports. If you have not maintained your CLE
transcript during the year, you will find it helpful to have a list of the CLE events you attended during the year,
with activity numbers if possible.

Payment of Fees

Fees associated with your reports are payable at the time a report is submitted. The Professional Regulation
Online Access site uses the US Bank payment engine, which will accept payment by Mastercard, Visa, Discover
card, or e*Check. You will need to have your credit card information available if you want to pay by credit card.
You will need to have your bank routing number and bank account number available if you want to pay by
e*Check. Your email address will be collected as part of the payment process, and a confirmation of payment
will be emailed to the address you provide.

If You Need Help...
Assistance is available during normal business hours (Monday - Friday, 8:00 a.m. - 4:30 p.m.) at the Office of
Professional Regulation, 515-725-8029.
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streen, If Bﬂu click that fink you will be brought to an \demit% baseline verification page that wil allow you to provide the answers to the questions you
selected. Once you answer all questions comectly, you wil be able to change your password,

If you have questions regarding the operation of this system, please contact ITE's Help Desk at 515-281-5703. ITE would like to thank you for your
paticipation in this project

*Tip: When done setting up your Identity
Baseline, you must log completely out of
this A&A utility and perform a fresh login to
the CLE and Client Security reporting site:
http://www.iacourtcommissions.org .

A complete tutorial on use of the professional regulation web site is available at the web page:
http://www.iowacourts.gov/Professional_Regulation/Forms_and_Tutorials/




Filing Reports and Paying Fees

After setting up your ldentity Baseline, you will be able to access your personal menu page entitled
“‘My Account Page for Lawyer” by logging in (see above) at http://www.iacourtcommissions.org with

your user name and password.

From your My Account Page, you will be
able to:

e Update your personal information
e Maintain your CLE transcript
e Submit CLE events for accreditation

e Request an extension of time to
complete your CLE requirement

o Apply for a Certificate of Exemption

e File your CLE report and pay your
annual fee

o File your Client Security report and
pay your annual fee

Your Annual CLE Report

Before you begin the process of filing your
annual CLE report, you should:

1) add all of your CLE attendance information
for the year to the transcript utility and
save the information there;

2) review your personal
accuracy; and

3) have your Visa, Mastercard, Discover
card, or e*Check information available to
pay the filing fees.

information for

To start the process of filing your annual CLE
report, click on the menu item [Submit Annual
CLE Report] under the CLE Functions heading.

You will be shown a screen similar to the one
on the right. You can update the personal
information, or update the transcript of CLE
events, by clicking the appropriate button at the
bottom of the page.

My Account Page for Lawyer

PAUL H. WIECK I
Click box below to perform the task.
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http://www.iacourtcommissions.org/

After you have performed any necessary updates,
begin the Submit Annual CLE Report process again
and click the [Submit] button to submit the report to
the Commission on CLE. You will see the reminder
screen shown at the right. If you are satisfied that your
transcript is complete, click on [OK] to continue.

Once you have submitted the report, you will see the
payment screen, which you will use to pay your fees
for the year. Those fees will include the annual fee,
plus a late fee if you are filing the report after the due
date. You have the option of paying your fees by
credit card or by e*Check. Select the method you
want to use by selecting the appropriate button, and
then clicking on the “Continue” button.

You then will be guided through the payment screens
for the method you selected. The Professional
Regulation Online Access site uses the US Bank
payment engine, which will accept payment by
Mastercard, Visa, Discover card, or E*check. You will
need to have your credit card information available if
you want to pay by credit card. You will need to have
your bank routing number and bank account humber
available if you want to pay by e*Check. Your email
address will be collected as part of the payment
process, and a confirmation of payment will be emailed
to the address you provide.

At the conclusion of the payment process, you will be
shown a payment confirmation screen, which you
may print to preserve a paper confirmation of your
payment.

*Tip: Click the underlined text print this page to print
a version formatted for printing.

The page at https:/ /www.iacourtcommissions.o

WARNING

If you have not already added all of your CLE events for the reporting year to

your transcript, click the cancel button, go back to your account menu, select the
menu item entitled "Maintain CLE Transcript," and add your events to your transcript.
After your transcript is fully up to date with the CLE events you attended, you

may return to the menu item "Submit Annual CLE Report" to submit your report and
pay the annual fee. Otherwise, you will not receive credit for the CLE events

you attended during the reporting year.
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Your Annual Client Security Report

Before you begin the process of filing your annual

Client Security report, you should:

1) review your information  for
accuracy;

2) have your Visa, Mastercard, Discover card,
or e*Check information available to pay the
filing fees; and

3) Have available a list of your pooled (IOLTA)
trust accounts, with bank names and account
numbers.

personal

To start this process, click on the menu item
[Submit Annual Client Security Report] under the
Client Security Functions heading.

You will see an explanation page similar to the
one shown to the right. After you have read and
understood this explanation, click [Continue] to
proceed to Step 1 of the report submission
process.

You will be shown a screen similar to the one on
the right, which displays your current personal
information and your fees payable for the reporting
year based on your current status. You will want to
review your Client Security status in addition to the
other personal information.

After you have performed any necessary updates,
you may need to begin the Submit Annual Client
Security Report process again, review this page
again, and then click the [Continue] button to
proceed to the next step of the submission process.

Note: The annual disciplinary fee is payable every
year by any active lawyer except judges and
persons serving on full-time military duty.

The fee and assessment block also shows the total
assessments you have paid into the Client Security
Trust Fund during your career as an lowa lawyer. If
an assessment for the Client Security Trust Fund is
payable, it will be listed and included in the total
amount due. In most filing years, lawyers who have
paid in a lifetime total of $200 or more will not have
an assessment to pay for the Client Security Trust

Submit Annual Client Security Report

This process is used to file your annual reportwith the Client Security Commission and pay required fees and assessments. Under Rule 38.8(1) you are required to prepare
and file a Combined Statement and Questionnaire with the Commission in the year ofyour admission to the har, and everyyear thereafter that you have not heen awarded
exempt (also known as refired or inactive) status. You must fully complete and fle this form with the Commission on or hefore March 1t of each year. & penalty
automaticallyis assessed and payable with respect to any report not filed with the Commission on or before March 1st,

Changes in your personal information cannot be made directly as partofthis reporting process. If changes are necessary in your Personal information, you should retum to
the by Account Page for Lawyers and clck on the "Maintain Personal Information® bution to make those changes hefore retuming to this reporing process.

The first page of the repart process shows your current status as reflected on the records of the Client Securty Commission. In some situations this status may be amended
ag part ofthe annual report process, and in other situations an amendment must be made by the staff at the commission office. You should read the note adjacent to the
status field for further information

The initial page in this pracess shows the fees and assessments you will be required to pay, based on your current status. Fees due with this report are specified in Rules
39.5and 39.6, as follows:

Annual Fee to Supportthe Distiplinary Systern: Unless you qualify for an exemption specified in the rules, you are required to pay an annual fee of $75.00 for support of
the disciplinary system. Lawyers in full-ime military senvice and federal ar state judges are exempt from payment of the annual disciplinary fee. Judicial magistrates and
adrinistrative law judges are not exempt from payrment ofthe annual disciplinary fee. Lawyers newly adritted by exarmination are exempt rom the disciplinary fee for the
calendar year oftheir adrmission. The obligation to pay this fee i separate and distinct from the client security assessment described in the following paragraph.

Assesstment for the Client Security Trust Fund: The reporting system wil calculate your required forthe Client Security Trust Fund
based on your commission stalus and the prior assessments you have paid. In most reporting years, lawyers who previously have paid $200 or more in assessments will not
have an additional assessmentto pay. Lawyers who have not previously paid a total of $200 in assessments will have an assessment of §25, $50 or §100 to pay unless
specifically exempted under the rules. Lawyers newly admitied by examination are exempt from the assessment during the year of their admission and the first year thereafier.
Lawyers in fullime military senvice are exempt from the assessment. In some years (2008 for example) a special assessmentis collected regardless of a lawyer's past
assessment payments. Additional infarmation regarding the required assessmentis available in Court Rule 39.6

You must complete all portions of this repor, including the questionnaire set outin Step 2 ofthe process. If a question is not applicable ta your situation, you must so indicate
hy selecting the "Not Applicable" response.

Yau have a responsibility under Rule 39.8(1) to supplement your Combined Statement and Questionnaire with amended answers within thiry days of any change in the
information indicated on this report. Supplernental reports may be filed by lefter addressed to the Client Security Commission. This includes changes of address, which may
be submitied using the "Maintain Personal Information” rmenu itern on the My Account Page for Lawyers. Should you have any questions regarding the foregoing, please do not
hesitate to contact the staffatthe ofice ofthe Court's comrmissions,

Ifyou do not practice law in lowa and your present position does not require you to be elgible to practice lave in lowa, you may wish to apply for a Cerifcate of Exemption. You
riiay apply for a certificate of exemption by retuming to the My Account Page for Lawyers and selecting the appropriate menu item

FAILURE TO FILE THIS REPORT AND PAY THE REQUIRED FEE AND PENALTY CAN RESULT IN THE SUSPENSION OF YOUR RIGHT TO PRACTICE LAWY IN IOWVA.
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Fund. Lawyers who have not yet paid in a lifetime total of $200 generally will have an assessment payable to

the Client Security Trust Fund, in addition to the annual disciplinary fee.

If the Client Security Trust Fund

balance declines to the point that it warrants a special assessment, all lawyers except full-time military
personnel will have a special assessment to pay, in addition to the annual disciplinary fee.



Clicking [Continue] at Step 1 will bring up
the screens entitled Step 2, which
consist of questions regarding trust
accounts, fiduciary bonds, and pro bono
activities. You must answer each
guestion in some form. In most cases an
answer of no, and in one case an answer
of yes, will require an explanation in the
explanation window.

The questions regarding pro bono
activities are optional, and may be
answered with the response “Decline to
Answer.”

When you are done answering the
guestions posed during Step 2 of the
process, click the [Continue] button at
the bottom of the page to proceed to
Step 3. If there is an omission in your
answers, the site will prompt you to
resolve the omission before allowing you
to continue to Step 3.

A sample of the page associated with
Step 3 of the process is shown at the
right.

In this step, you verify and amend your
lawyer trust account information.
Under Active Accounts, this page will
list your current active pooled (IOLTA)
trust accounts, based on your last
report to the Commission.

You should review this list for
accuracy, and remove any account
that no longer exists. You may add a
new or existing trust account not
already listed under Active Accounts
by clicking the [Add Account] button.

Once you are satisfied with the
accuracy of the information shown on
this page, click on [Continue] to
proceed to Step 4.
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~Step 3 - Submit Annual Client Security Report

List all financial institutions in which you or your law firm maintain pooled (IOLTA) accounts in which funds of clients for matters
invalving the practice of law in lowa are placed, the name of each account and the account number of each account.

Please do not list your aw firm business account r aperating account in response to this question. Also, please do not list
non-IOLTA trust accounts (trust accounts established for the benefit of a single client) or fiduciary accounts far which you have
signature atharity. Your non-IOLTA trust accounts and fiduciary accounts wil be audited periodically as part of the
Cormmission's narmal audit process, but need not be reparted annualy.

Active Accounts
Institution
Name Account Humber
No Records Exist
New Accounts

Financial
Institution
Name Account Hame Account Number

No Records Exist

[ Back | | Add Account | | Continue |

Note: Include only your pooled (IOLTA) Trust Account(s) on this page. Trust accounts
established for a single client should not be listed, nor should business or operating accounts

be listed.




During Step 4 of the process, you will
review your submission for accuracy,
and then certify the report.

Review the information shown on the
page, which will be similar to the one
shown to the right.

If some of the data is incorrect, you
may click on the [Back] button to go to
the previous page and correct the
data.

If all of the following information is
correct, review the certification at the
bottom of page, mark the “I Agree”
block and then click the [Continue]
button.

After you click the “Continue” button
you will be shown the fee payment
page as shown at page 3 of this
handout. Select the payment method
you desire by checking the block to
the left of your desired method and
then clicking on [Continue]. You will
then be guided through the payment
screens for the payment method you
chose.

At the conclusion of the payment
process, you will be shown a payment
confirmation screen, which you may
print to preserve a paper confirmation
of your payment.

*Tip: Click the underlined text print
this page to print a version formatted
for printing.
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The 'l in g 20,21, and 22 support of pro bono is to two
objectives. The first objective is to compile general statistical information ravarding the support lowa lawyers provide each year for
ro bono activiti d objective is to facilitate positive ition for those lawyevswho’rrovide significant support for pro
ono activities. You are not required to answer questions 20, 21, or 22, but you are encouraged to do so to assist with the objectives
noted above. If you do not want to answer these questions, select the option "Decline to Answer."

During the last calendar year, did you make a financial contribution to any organization that provides legal services to persons of oo
limited means? y
During the last calendar year, did ¥ou provide pro bono legal services to charitable organizations that were unable to afford legal o
senices? If so, how many hours of pro bono legal services did you provide to these organizations? y

25

Dunn? the last calendar year, did you provide pro bono legal services to persons of limited means who could not afford such
assistance? (Please consider pro bono services you Eerfﬂrmed through an established program, as well as pro bono services you
me-ded by direct arrangement with the client) If so, how many hours of pro bono legal services did you provide to persons of
imited means who could not afford such assistance?

50

yes

List all financial institutions in which you or your law firm maintain ﬂooled (IOLTA) accounts in which funds of clients for matters involing the
practice of law in lowa are placed, the name of each account and the account number of each account. Please do not list your law firm business
account or operating account. Also, please do not list non-IOLTA accounts (trust accounts established for the benefit of a single client) or
fiduciary accounts for which you have signature authority

o
HName. i Aocount Numbar

Pursuant to Court Rule 39.10(1), | hereby authonze the Assistant Court Administrator to investigate, audit and verify all funds, securities, and
other prugert{y held in trust by me, and all related accounts, safe dej;osrt boxes and any other form of mamtalmn? trust property as required br
the Rule 32.1.15 of the Rules of Professional Conduct and chapter 45 of the Court Rules, together with deposit slips, canceled checks and all
other records pertaining to transactions conceming such ﬁmpeny This authorization does not relate to Federal or State funds subject to Federal
or State audit. If my law office is located in a state other than lowa, this authonzation relates only to matters arising from the practice of law in
lowa. | recognize my obligation to deposit trust funds received from clients for matters arising from the practice of law in lowa in an interest
bearing trust account located in lowa
I do hereby centify that | have read and answered completely and truthfully this statement and questionnaire.

I | Agree

ontinue

No Records Exist

NoRecords Exist

Bacl

A complete tutorial on use of the professional regulation web site is available at the web page:
http://www.iowacourts.gov/Professional_Regulation/Forms_and_Tutorials/




